
..FORM HR-RM 1
• "(9-1-53)

Hall of Records
Commission

RF EST FOR RECORDS RETENTIf ' SCI ULE
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Hall of Records Commission
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SCHEDULE.
NO. > .

.AGE
NO.

1. Requesting Agency

KENT COUHTT

2. Division or Bureau of Requesting Agency

TREASURER

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention. . . .

B
Establish retention schedule for re-
cords for which there is a continuing

The records will cease to
X I
occumulotion.
have value to warrant their retention after
the period of time indicated.

I Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

•. : 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. '

6. Recommendation
of Hall of Records
and Board of Public
Works.

CASH RECEIPTS BOOK - v

Dates j I92h - - SS
Quantityt 2 cubic feet .
File Arrangement« Chronological
Annual Accumulation.« Less than \ cubic foot;
Audit t Annual outside audit, and State audit ;

A record of all cash received by the Treasurer each month entered
from the Daily Cash Book. The Cash Receipts Book and the Disburse-
ments Book are the Treasurer's final books of account.

RECOMMENDATION* RETAIN PERMAHEHTLT.. j C &

DISBURSEMENTS BOOS

o
CO

of
LU O

Dates j
.-.': '.. Quantitgrj, 8 cubic.feet
•. • " File Arrangeiaentt

Annual Accumulationt Less than ̂  cubic foot
. ; Audit t Annual outside audit and State audit

A record of all money disbursed by the Treasurer* Entries are made
from 1d>e checks which he issues, and each entry shows date, payee,
cheek number, total amount payable, and bank upon which drawn. The
Disbursements Book and the Cash Receipts'Book are the Treasurer's
final books of account. . >v

RECO!£IENDATION: RETAIN PERMANENT LI.

presentative

Signature Title

Schedule Authorized as indicated in Col. 6 by Hall of
^"ecords Commission. ,

XDate Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

°CT 8 1956
Secretory
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3.

h.

5.

DAILY CASH BOOKS

Dates: 1892 - - ;.- V. \ w •;'.?Ĵ . v^;;-'
Q u a n t i t y : 1 2 c u b i c f e e t /,'-';•-.•/.:•''•"..'"'••'"••
File Arrangement: Chronological
Annual Accumulations Less than ̂  cubic foot
Disposable Amounts 11 cubic feet
Audit: Annual outside audit and State audit

Daily entries show all money received by the Treasurer, broken
down into money received for the State and money received for the
county. Konthly totals are recorded in the permanent Cash Re*
c e i p t s B o o k . - ••.•_; • .•.•;••-\ [ "' • _••_ •..

RECOMMENDATION: RETAIN FOH THREE TEARS OR UNTIL AUDITED, WHICH-
EVER IS LATER, AND THEN DESTROY.

CANCELED CHECKS AND BANKING RECORDS , •••?:>: v/.-s/

Dates: , 1931 • •• ..-• .-;• ::^1-:>:X-'--:••: 4
Quantity: ,21 cubic feet • ;"V;.' '.':•;"
Annual Accumulation: 1^ cubic feet . .
Disposable Amount: 17 cubic feet
Audit: Annual outside audit and State audit.

This item includes canceled checks, checkbooks and stubs, deposit
slips, bank statements, bank books and adding machine tapes.
Records of all checks and bank balances are .maintained in the per-
manent Disbursements Book* Bank balances are also recorded in the
Minutes of the County Commissioners.

RECOMMENDATION: RETAIN FOR THREE YEARS CR UNTIL AUDITED, WHICH-
EVER IS LATER, AHD THEN DESTROY.

TAX ROLL

Dates: 1890
Quantity: 35 cubic feet
File Arrangement: Annual by district
Annual Accumulation: 2 cubic feet
Disposable Amount: 27 cubic feet
Audit: Annual outside audit and State audit

Each year a new Tax Roll is made up from inforoatian~in the Assess-
ment Books. The Roll is made, together with the Tax Bill, on an
addressograph machine, and entries show name and address of tax-
payer, assessments for County, and State purposes, and County,
State,., and-total rtaia"s. V- ."Khen"payment is made the date thereof is
posted from the Office Copy of the Tax Bill* If a payment is not
made, a record is entered in the Insolvencies Book of the County
Consnissioners. Property not redeemed and subject to tax sale is
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4.

•Jo.

6.

5. Descript ion of Records
Describe records accurately. Include t i t l e , f o rm number, size of documents,
work or act iv i ty to which the records relate, inclusive dates, and quant i ty
(cubic or linear fee t ) . Show recommended retention period.

6. Recommendation
of Ha l l of Records
and Board of Public
Works .

recorded in Tax Sale Books kept both by the Treasurer and the
County Commissioners* All three of these books are permanent
records* The statute of limitations for collection of taxes is
four years (Section 210, Article 81, Annotated Code of Maryland,
1951 Edition).

RECOMMENDATION* RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY. . :

T A X B I L L riot • !:'•':!.':''.£;!.';•!;; ,:.J:
:,.;'4-.':;'..:.' ~';v..••••Sr-v'-:", v \\ .; '

Dates* 1915 -- ".'' .' ..'•"'. ./'"" ..\'v'./Y •' '' ' : ' ' ''
Quantity* i:5$ cubic feet ^
File Arrangement i Annual and Chronological by date of

payment ..'.,..
Annual Accumulation* 3 cubic feet. '. 1 • y '. '....'
Disposable j^-jant* kS cubic feet //,. ',''','!
Audits Annual outside audit and State audit

Tax Bills are typed on a printed form with an addressograph mac
at the same time the Tax Roll is made, and contain exactly the
information as the Tax Roll* An original and three copies are
prepared as follows* . .

1. Billing Originals Sent to taxpayer and presented by him
withpayment.

2. Delinquent Notice Copys Sent to taxpayer after end of
current tax year if taxes are still unpaid.

3* Office Copy* Retained in office as record of account)
when payment is made this oopy is stamped "paid" and the
date of payment is shown. The date of payment is then
posted to the Tax Roll*

U* Receipt Copy* Given to Payor as his receipt, if he so
requests.

The Billing Original, Delinquent Notice Copy, and Receipt Copy
are considered non-record within the meaning of the statute govern-
ing nan-record material (Art. Ijl, Sec* 155* Annotated Code of Mary-
land, 1951 Edition). The recommendation below applies only to the
Office Copy. The present form was preceded by a combination bill
and receipt shoving assessment, tax, and Interest for both State
and county taxes and name of taxpayer* A stub retained_injtho___
office shoved the same information* "j~ ~ " .,.,;: •

t •* • *

RECOMMENDATION* RETAIN FOR THREE YEARS OR UHTIL AUDITED,^WHICHEVER
IS LATER, AND THEN DESTROY. \
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TAX SALS BOOK

Dates*
Quantity*

OCT

£ cubic foot (1 volume)

\ ' . ' • •••
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. '

6. Recommendation
of Hall of Records
and Board of Public
Works.

9.

•;. File Arrangement* Chronological r
Annual Accumulation* Less than ^ cubic foot
Audltt Annual outside audit and State audit

Contains a record of property sold or intended to be sold for non-
payment of taxes. Entries show certificate number, district ,
person assessed, person sold to, amount of assessment, amount due,
tax year, amount of purchase price, and remarks. Similar informa-
tion Is kept in the Tax Sale Book of the County Commissioners*

R E C O J f l T S f f i A T I Q H j H E Z T A I N P E K M A H E N T L Y . •;.. •• ..;'• ' . •/;," ,'. ' ."::'.',' . ;;

L I C E N S E T A X A C C O U N T ; '

' .• ,• D a t e s * 1 9 5 f > - - -".••' .;' ::.. " '; '•" . -' •.;'.:':+ ... . .,-•
Quantity* less than ̂  cubic foot

• . File Arrangement t Chronological -
Annual Accumulations Lessthan % cubic foot
Audit j -.;: Annual outside audit and State audit -

Each year aut<»?obile license applications are sent by the Depart^
inent of Motor Vehicles to owners of cars registered in Maryland,
Owners vho pay for their tags in Kent County ccenplete toe applica-
tions and turn them In with the license fees to the County Treasu-
rer. The Treasurer uses the License Tag Account form to forward
the applications and money to the Department of Motor Vehicles*

The. License Tag Account 13 prepared iai triplicate, the original
and first copQr going to the Department of Motor Vehicles and the
second copy remaining with the Treasurer. - Entries show date,
serial number, license number, nan a and address of owner, amount
collected, total amount collected, check number or money order
number, tag. inventory, and signature of Treasurer.

RECG?«I31DATIQN! RETAIN FOE THREE YEARS OR UHTIL AUDITED, WHICH-
EVER IS LATER A5D THEN DESTROY.

oc

LICENSE APPLICATION STUBS
B O A R D

Dates: 19h2 - - ~
Quantity t h cubic feet
File Arrangements Alphabetical
Annual Accumulations 1 cubic foot
Disposable Amounts 2 cubic feet

When the Department of Hotor Vehicles receives the automobile -
license application forwarded with the License Tag Account, a stub
is torn from the application and returned to the Treasurer with the
share of the license fees going to the County and incorporated
towns therein. Data on the stub is posted to the Automobile Book,
and the stub la then filed for reference purposes in alphabetical
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

10.

11

order by name of owner. This file is kept in the office for one,
year and is not used thereafter. : \

RECOMMENMTIONt .RETAIN FOR THREE TEARS AHD THEN DESTROY.' '•/ : \;> .

AUTOMOBILE BOOK" ! , ' ' . . . . . . . .

Dates: 19UU — -" ' > ' ......
Quantity: 6 cubic feet ..., . ..., ,
. File Arrangement: Chronological V
Annual Accumulation» ^ cubic foot
Disposable Amount: U| cubic feet
Audit: Annual outside audit and State audit

The Automobile.Book is at present used to break down automobile
license fees into portions for the State, county and incorporated
towns. Entriss &r; «ade from the License Stubs, and show date,
name and address of taxpayer, make and year of car, tax laoney ;
apportioned to the State, county, Cheatertown, Rock Hall, Better^
ton, and Galsna, and the total tax. •

Prior to 19hl the Automobile Books were used as Tax Rolls for the
. collection of automobile taxes, which until then was handled
entirely by the County Treasurer. .

RECOMHENDATIONf RETAIN FOR THREE IEARS OR UNTIL AUDITED, tHICH-
;.; EVER IS LATER, AHD THEN DESTROY. r

CORRESPONDERCS7 , , . ' .

Dates: 1932 -'- ." ' •' :
Quantity: § cubic foot
File Arrangement: Alphabetical by subject '
Annual Accumulations Less than ̂  cubic foot
Disposable Amount: § cubic foot

Correspondence connected with the work of the Treasurer's office.

RECOMMENDATION: RETAIN FOR THREE YEARS; THEN REMOVE AHD RETAH
PERMANENTLY ALL MATERIAL OF ADMINISTRATIVE OB
LEGAL VALUE AHD DESTROY ALL OTHER MATERIAL.

BOAR D (. I-"

PCT

o

o °̂

a. °
a, uj

r.v |
WORKS I

19S5


